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Part  I 


TITLES  AND  SUBJECTS 


A 


ABC'S  of  Office  Machines,  Albert  Stem,  411, 

471,  681,  773,  854 
Accounting, 

History  of,  120 

Recent  Legislation  Affecting,  109,  245 
Relation  of,  to  Recent  Legislation,  29 
School  Club  Funds,  558,  670,  793 
Actorl  Incumblt  Onus  Probandl,  William  E.  Haines, 
604 

Actus  Non  Faclt  Reum,  Nisi  Mens  Sit  Rea,  Cuddle 
E.  Davidson,  161 

Ad  Ea  Quae  Frequentlus  Accldunt  Jura  Adaptantur, 
Cuddle  E.  Davidson,  79 

Adapting  Business  Education  to  Local  Conditions, 
Marguerite  D.  Fowler,  624 
Administering  the  Finances  of  Student  Organiza¬ 
tions,  Allan  Laflln,  67 
Administrative  Problems  In  Business  Education, 

19,  93,  180,  367,  561,  624,  832 
Advertising,  This  Business  of  Living,  143 
Approach  to  Teaching  Creative  Letter  Writing, 
Carl  Naether,  544 

Arithmetic  (See  Business  Mathematics) 

Artistic  Typewriting, 

Flanagan,  George  A. ,  305 
McGinn,  Margaret  M. ,  80,  165 
Wood,  Julian  C. ,  603 
Zwerln,  Henrietta,  388 

At  Your  Service  With  Tests  and  Awards,  Florence 
E.  Ulrich,  65 

Awards  Department  News,  132,  221,  306,  396,  490, 
576,  662,  759,  366,  878 
Awards  for  Achievement,  Persls  B.  Porter,  211 


B 

Banking,  The  Story  of,  895 
Bibliography, 

Personality  Study,  294 
Plays  for  Business  Students,  510 
Research  studies  In  secretarial  training  and 
office  practice,  295 

Book  Reviews,  75,  162,  252,  340,  433,  523,  611, 
698,  801,  902 
..  ■  Bookkeeping, 

Accruals,  When  Teaching,  283 
\ )  Extracurricular,  Responslblllty’f or,  367 

.  Research  In,  565,  633 

Simplifying  Closing  Procedures,  117 
Teaching  the  Work  Sheet,  655 
^  Wondering  and  Wandering,  402 

^  Broadcast,  Ccanmerclal  Department,  313 
-  Building,  Conmierce,  874 
I  Bulletin-Board  Service,  The,  849 

Bulletin  Boards  In  Secretarial  Training,  659 


Business  Correspondence, 

Approach  to  Teaching  Creative  Letter  Writ¬ 
ing,  544 

Businessman  As  Critic,  The,  451 
Business  Education  Is  and  Must  Remain  Voca¬ 
tional,  P.  0.  Selby,  265 
Business  Law, 

Legal  Maxims,  79,  161,  318,  426,  516,  604, 
649,  785,  877 

"Objection  Sustained  .  .  .  !"  115 

Teaching  Device,  Grace  B.  Burdick,  156 
Business  Letters,  Secretarial  Tes;  on,  834 
Business  Machines  Department,  135,  237,  319, 
411,  471,  681,  773,  854 
Business  Mathematics, 

Capable  Teachers  Plan  the  Arithmetic  Lesson, 
581 

•Final  Examination  In,  423 
It's  Easy  to  Teach  Problem-Solving,  781 
Profit  and  Loss  Problems,  237 
Students  Can  Be  Taught  to  Like  Arithmetic, 
512 

Business  Perscsiallty  Project, 

Greenaway,  M.  Emily,  311 
Johnson,  Dorothy  M. ,  49 
Macdonald,  Madeline,  493 
Wubbena,  Mabel,  400 

Businessman  As  Critic,  The,  Ruth  Horn,  451 


C 

Capable  Teachers  Plan  the  Arithmetic  Lesson, 

R.  Robert  Rosenberg,  581 
Carts  and  Horses — A  Matter  of  Direction,  G.  H. 
Estabrooks,  445 

Caveat  Emptor;  Qul  Ignorare  Non  Debult  Quod  Jus 
Allenum  Emit,  William  E.  Haines,  649 
Central  Accounting  of  Extracurricular  Funds, 
Charles  J.  Jensen,  558,  670,  793 
Clearing  Houses,  Otto  Bettmann,  301 
Clubs  (See  Student  Clubs) 

Coal  Handlers  and  Fingerprint  Artists,  Bernice 
C.  Turner,  750 

Comments  by  Our  Readers,  501,  676,  777 
Ccaimerce  Builds  an  Empire,  Otto  Bettmann,  37, 
120,  301,  377,  637,  895 
Commercial  Contests,  V.  E.  Breldenbaugh,  325 
Commercial-Curriculum  Elephant,  The,  Lewis  R. 
Toll,  737 

Commercial  Department  Broadcast — An  Actual 
Script,  Don  T.  Deal,  313 
Commercial  Law  (See  also  Business  Law) 

Club,  The,  Thomas  E.  Fltz-Hugh,  383 
Common  Sense  In  Word  Division  for  Typists, 
William  R.  Foster,  453 
Connecticut  Develops  a  New  Type  of  Placement 
Service,  Deinlel  B.  Fitts,  514 


111 


Consumer  Education, 

Consumer  Must  Be  Educated,  The,  9 
In  the  Senior  High  and  Junior  College,  Earl 
W.  Atkinson,  239 

Notes,  Ray  G.  Price,  255,  329,  429,  519, 

589,  685,  795,  891 
Report. of  Conference  on,  718 
Consumer  Must  Be  Educated,  The,  Marilyn  Parks,  9 
Contests, 

Catholic  High  School  Typing,  744 
Definition  of  private  secretary,  25,  194 
Discussion  of,  325 

International  Commercial  Schools,  151,  459, 
560,  783 

National  Ccmmerclal  Teachers  Federation,  8, 
179 

Personality  Project,  48 

Project,  Second  Annual,  396,  490,  576,  662, 
759,  866 

Types  of  Tests  Used  In,  225 
Typing,  33 

Typing  Teachers,  201,  393 
Co-operative  Training  Program  for  Stenographers, 
Carl  J.  Newnam,  823 

Course  In  Retail  Salesmanship,  A,  Robert  P. 
Louis,  829 

Culpa  Lata  Dolo  Aequlparatur,  William  E. 

Haines,  516 
Curriculum, 

Commercial,  737 
Enrichment,  213 

Required  Courses  for  All  business  Students, 
561 

D 

Day  In  an  Office,  A,  Helen  K.  McCormick,  483 
Desirable  Shorthand  Teaching  Techniques, 
Marjorie  Hunslnger,  899 
Developing  Vocational  Competency  In  Business, 
Harvey  A.  Andruss,  448 
Discipline  In  the  classroom,  580 
Distributive  Education, 

Adult  Classes,  859 

Challenge  to  the  Business  Educator,  A,  Jack 
Milligan,  89 

Objectives  and  Achievements,  Kenneth  B. 

Haas,  278 

Distributive  Occupations  Courses  In  Pittsburgh, 
328 

Dramatics  for  Commercial  Clubs,  Robert  H. 

Scott,  509 

Duplication  Between  Commercial  Subjects  and  the 
Social  Studies,  Allen  Y.  King,  353 
Duties,  Responsibilities,  and  Activities  of 

City  Directors  and  Supervisors  of  Busi¬ 
ness  Education  In  Some  American  Cities, 
John  N.  Given,  34 

E 

Early  Books  on  Business  Education,  Otto 
Bettmann,  637 

Economic  Effects  of  the  New  England  Hurricane, 
George  F.  Howe,  290 
Economic  Geography, 

Economic  Effects  of  the  New  England 
Hurricane,  290 

Economic  Handicaps  of  Tropical  America,  106 
Field  Work  of  a  Teachers'  College,  Edgar  C. 
Bye,  457 

Physical  Bases  of,  726 
Soybeans — A  New  Major  Crop,  639 


Economic  Geography  (Continued) 

Tea,  Coffee,  Cacao,  Mat§,  E.  Ray  Casto,  51 
Teacher  suid  the  Subject,  The,  Nels  A. 
Bengtson,  379 

Water  Supply  of  Los  Angeles,  The,  Ruth  E. 
Baugh,  568 

Economic  Handicaps  of  Tropical  America,  William 
H.  Haas,  106 

EducatlOTi — By  a  Consumer,  Wade  Poston,  149 
"Education  for  Work,"  discussion  of,  Herbert  A. 
Tonne,  905 

English  (See  also  Business  Correspondence) 
Vocabulary  study,  128 

Enrichment  of  the  Commercial  Curriculum,  Rufus 
C.  Balaam,  213 
Erasures,  How  to  Make,  750 
Error  Checking  After  the  Pretest,  William  R. 
Foster,  31 

Essential  Records  for  Commercial  Departments, 

E.  G.  Blackstone,  269,  359,  466 
Expanding  Business  Education  to  Meet  Present 
Conditions,  Harl  R,  Douglass,  19 
Experiment  In  Transcription,  An,  Frederick  G. 
Fox,  97 

Extracurricular  Activities  for  Personality 
Development,  Howard  M.  Munford,  647 

F 

Few  Notes  on  the  Typewriting  Approach,  A,  Cecil 
C.  Carver,  272 

Few  Words  on  Words,  A,  Raymond  Fisher,  128 
Field  Trips,  421 

Field  Work  of  a  Teachers'  College,  Edgar  C 
Bye,  457 

Filing,  History  of,  37 

Filling  l,(XXl  Orders  Every  15  Minutes,  Harland 
V.  Main,  63 

Final  Examination  In  Business  Mathematics, 

R.  Robert  Rosenberg,  423 
First  Assistants,  Qualifications,  597 
Flexible  Four-Year  Program,  Elmer  G.  Miller, 

201 

Follow-up  Study  of  Contest  Winners,  885 
G 

Geographic  Principles  In  Economic  Geography, 
Douglas  C.  Rldgley,  205 
Geography  (See  also  Economic  Geography) 

Summer  Camp,  In  a,  Laurence  F.  Fountain,  729 
Give  Them  a  Thrill,  James  R.  Power,  223 
Golden  Jubilee,  183 
Grading  In  Typewriting,  201,  463 
Graduates  Tell  How  to  Keep  a  Job,  Althea  M. 
Christenson,  887 

Gregg, 

Golden  Jubilee,  5 

Medal  Test  Winners,  Florence  E.  Ulrich,  323 
Shorthand,  Golden  Jubilee,  183 
Speed  Building  X-Ray  Charts,  Clyde  Blanchard 
222 

Gregg  Writer  Plates,  Keys  to,  81,  169,  256,  345 
435,  525,  613,  700,  805,  911 
Guidance  (See  also  Vocational  Guidance) 

Chicago  Schools,  508 

Commercial  Education,  In,  Clyde  B.  Edgeworth 
815 

Teacher  Training  College,  In  the,  770 
H 

Habits:  Your  Servants  In  Typing,  William  A. 
Richards,  203 


Iv 


Half-Truths  and  Misstatements,  Harold  H.  Smith, 
820 

Healey,  Horace  G. ,  481 

History  of  Filing,  The,  Otto  Bettmann,  37 
Holding  Pupil  Interest,  Perry  G.  Dawley,  61 
How  Do  Typing  Teachers  Grade?  201,  393,  463 
How  to  Solve  Profit  and  Loss  Problems,  Harry 
B.  Wheeler,  236 

How  to  Work  In  an  Office,  Jessie  K.  Grant,  851 
How  We  Teach  Retail  Selling,  George  F.  Bonacker, 
547 

How  We  Used  the  Project  on  Dependability, 

Sister  M.  Jane,  494 

How  Well  Do  They  Spell?  Louis  D.  Huddleston, 

881 

I 

I  Criticize  Myself,  Alexander  S.  Massell,  414 
I  Take  My  Pen  In  Hand,  167,  609,  696,  803,  909 
Improving  Commercial  Education,  Edward  J. 
McNamara,  841 

In  Defense  of  California,  C.  H.  Katenkamp,  786 
In  Defense  of  Speed,  Frederick  G.  Fox,  885 
In  Other  Magazines, 

Alice  Black,  168,  264 

Claudia  Garvey,  343,  431,  522,  608,  697, 

791 

Instruction  Sheets  in  Typewriting,  Bernhard 
Bargen,  18,  100,  499 
Insurance,  Life,  New  Uses  of,  837 
It's  Easy  to  Teach  Problem-Solving,  R.  Robert 
Rosenberg,  781 

J 

Junior  Business  Teaching  Device,  Mrs.  R.  E. 
Dolan,  61 

Justification  of  a  Retail  Selling  Course,  Ward 
B.  Gedney,  731 

K 

Keys  to  Gregg  Writer  Shorthand  Plates,  81,  169, 
256,  345,  435,  525,  613,  700,  805 

L 

Lamp  of  Experience,  The,  Harriet  P.  Banker, 

60,  156,  241,  331,  419,  507,  605,  674, 
788,  893 

Law  (See  Business  Law) 

Lecture  on  Lectures,  A,  G.  H.  Estabrooks,  177 
Legal  Maxims,  318,  426,  516,  604,  649,  785,  877 
Lesson  In  Telephone  Usage,  A,  Gladys  H.  Seale, 
196 

Looking  Backward,  Elston  E.  Gaylord,  481 
Lost — A  Stop  Watch,  David  A.  Ballard,  863 

M 

Magazine  Reviews,  168,  264,  343,  431,  522,  608, 
697,  791,  897 

Marking  of  Transcripts,  The,  Lawrence  A. 
Jenkins,  282 

Mathematics  (See  Business  Mathematics) 
Measurements  (See  Tests) 

Memory  Training,  1,  122 

Mental  Guides  to  Typing  Improvement,  Lewis  R. 
Toll,  101 

Methods  Course  In  Typewriting,  712 
Money  Education,  A  Survey  of,  316 
Motion  Pictures  for  Business  Education, 

Lawrence  Van  Horn,  71,  159,  251,  339, 

427,  683,  799,  890 

My  First  Field  Trip,  Leslie  M.  Collins,  421 


N 

Necessitas  Publics  Major  Est  Quam  Prlvata, 
William  E.  Haines,  318 

New  Commerce  Building,  A,  Martha  McMlllln,  874 
New  Trends  In  the  Teaching  of  Typewriting,  Jane 
E.  Clem,  629 

New  Uses  of  Life  Insurance,  Edward  M.  Chase, 

837 

Next  Steps  In  Consumer  Education,  The,  Henry 
Harap,  718 

Nutmeg  and  Ginger,  Celia  Ayars  Priestley,  235, 
312,  406,  498,  658,  784,  847 

0 

"Objection  Sustained  .  .  William  E.  Haines, 

115 

Objectives  In  High  School  Business  Subjects, 
Ernest  A.  Zelllot,  843 
Office  Machines, 

ABC'S  of,  411,  471,  681,  773,  854 
Research  Service,  413 
Should  Be  Taught,  To  What  Extent?  237 
Test  for  Calculator  Operators,  319 
Your  Inquiries  about,  135 
Office  Practice,  138 
Office  Practice,  Integrated  Course,  841 
Office  Supplies  and  Equipment  (See  "On  the 
Lookout" ) 

On  the  Lookout,  Archibald  Alan  Bowie,  72,  160, 
248,  336,  428,  518,  600,  680,  800,  900 
Optlmus  Legum  Interpres  Consuetude,  William  E. 
Haines,  785 

P 

Penmanship  In  the  Secondary  Schools,  Harry  D. 
Smith,  415 

Perils  and  Promises  of  Business  Education, 
Vlerllng  Kersey,  443 
Periodicals  for  Club  Program  Makers,  337 
Personality  (See  also  Business  Personality) 
Adjustment  Training  In  Shorthand  II  Classes, 
Doris  C.  Nelson,  387 

Development,  Extracurricular  Activities  for, 
647 

High  School  Supervisor,  M.  B.  Kenwood,  573 
Preparing  for  the  Interview,  327 
Traits  In  Job  Keeping,  887 
Physical  Bases  of  Economic  Geography,  The, 

W.  Elmer  Ekblaw,  726 

Placement,  Connecticut  Develops  New  Type,  514 
Plays,  Yesterday  and  Today,  229 
Plea  for  the  Brilliant  Student,  A,  Karl 
Morrison,  473 

Polylingual  Reporters,  Margaret  L.  Wallace,  551 
Preparing  Our  Pupils  for  Their  First  Interview, 
Laura  K.  Chaney,  327 

Primary  Purpose  of  Word  Division,  The,  William 
R.  Foster,  756 

Prognosis  In  Business  Education,  E.  G.  Black- 
stone,  533 

Program  of  Studies  In  Commercial  Education, 

Dr.  Elmer  G.  Miller,  ZOO 
Project  Contest,  Second  Annual,  396,  491,  576, 
662,  759,  866 

Promoting  Adult  Distributive  Classes,  Pearce  C. 
Kelley,  859 

R 

Radio  Broadcast,  313 

Reality  In  Business  Education,  42 

V 


Recent  Legislation  Affecting  Accounting,  A.  L. 
Prlckett,  109,  246 

Records  for  Commercial  Departments,  269,  359, 
466 

Relation  of  Accounting  to  Recent  Legislation, 

A.  L.  PrlcKett,  29 

Reorganization  of  Shorthand  Instruction  at 
Teachers  College,  Columbia  University, 

H.  L.  Forkner,  417 

Required  Courses  for  Business  Students,  Blake 
W.  Spencer,  561 
Research, 

Bookkeeping,  565,  633 
Business  Education,  Suggestions  for,  389 
Responsibility  for  Extracurricular  Bookkeeping, 
Louis  A.  Rice,  367 

Results  of  a  Spelling  Survey,  Marlon  D. 
Wendtland,  723 

Rhythm  and  Pattemlan  In  Typewriting,  William 
R.  Odell,  537 

Rise  of  Accounting,  The,  Otto  Settmann,  120 
Romance  of  a  London  Shop,  Margaret  Louise 
Wallace,  356 


Salesmanship, 

Co-operative  Training,  55 
How  We  Teach  Retail  Selling,  547 
Retail,  Course  In,  829 
Retail  Selling  Course,  731 
This  Thing  Called,  745 

School  and  Business  Co-operate,  Carl  Nemetz,  55 
School  and  Business  Must  Co-operate,  G.  D. 
Carpenter,  166 

School  Credit  for  Business  Experience,  E.  G. 
Johnston,  93,  180 

School  Funds,  Accounting  system  for,  558,  670, 
793 

Secretarial  Achievement  Test  on  Business 

Letters,  J.  A.  McFadzen,  Jessie  Graham, 

E.  M.  Gardenhlre,  834 
Secretarial  Practice, 

Day  In  an  office.  A,  483 
Telephone  Usage,  196 
Secretarial  Training, 

Course,  Outline  for,  851 
Survey,  Clyde  I.  Blanchard  and  Vernal  H. 
Carmichael,  23,  78,  145,  194,  293,  407 
659,  849 

Secretary  Makes  a  Club,  The,  Robert  H.  Scott,  249 
Selective  Admission  to  Shorthand  Classes,  John 
M.  Trytten,  832 

Self-Test  on  Shorthand  Theory,  Leonard  Trap, 
124,  299,  430,  517,  643,  735,  883 
Shortcut  to  Speed  Building,  A,  Clyde  Insley 
Blanchard,  409,  479,  595,  632,  880 
Shorthand  (See  also  Transcription) 

Awards,  65 

Contest  Winners,  follow-up  study  of,  885 
Mmonstratlon  at  Golden  Gate  International 
/  Exposition,  901 

Y Instruction  at  Teachers  College,  417 
L^ter,  Fred  Berkman,  910 
*Y®rsonallty  training  ccmiblned  with,  387 
Jphraslng,  2^ 

^Practice  material.  The  Grerj;  Writer.  81, 

,  169,  256,  345,  435,  525,  613,  700,  805 

selective  Admission  to,  832 
VShortcut  to  Speed  Building,  409  ,  479  ,  595, 
632,  880 


Shorthand  (Continued) 

Speed  Building  X-Ray  Charts,  222 
Teaching  Device, 

Bateman,  Mary  Ellen,  333 

Filler,  Beatrice  G. ,  242 

Inglls,  Mary  H.,  158 

Keurulalnen,  E. ,  241 

Lapin,  Mary,  157 

Luzo,  Dorothy,  243 

Peterson,  Mrs.  J.  P. ,  331 

Priestley,  Celia  Ayars,  235,  312,  406, 

498,  658,  784,  847 
Schupp,  C.  I.,  156 
Sister  M.  Constance,  332 
Sister  Mary  Beata,  507 
j  Sister  N.  Therese,  419 
V  Teaching  Techniques,  899 
Theory,  Self-Test  In,  124,  299,  430,  517, 

643,  .735,  883 
i  Upside-Down  Test,  748 

I  Wondering  and  Wandering,  39,  112,  209,  303, 

^  402,  474,  591,  651,  753,  856 

Simplifying  Closing  Procedures,  J.  L.  Briggs, 
Harvey  A.  Andruss,  117 
Snoopervlsor,  Whoopervlsor,  or  Supervisor, 

M.  B.  Kenwood,  125,  216,  287,  391,  460, 
573,  667 

Soybeans — A  New  Major  Crop  In  the  United  States, 
George  H.  Primmer,  639 
"Speed  'em  Up"  Typing  Drills,  W.  A.  Larimer, 

70,  148,  296,  430 
Spelling, 

How  Well  Do  They  Spell,  881 
Survey,  723 

Word  Division,  453,  756 
Standards  In  Typewriting  at  the  Junior  College 
Level,  Fanny  E.  Baggley,  361 
Stenographers,  Co-operative  Training  Plan  for, 
823 

Story  of  Banking,  The,  Otto  Bettmann,  895 
Strictly  Confidential — For  Teachers  Only. 

Milton  Briggs,  371 

Student  Clubs,  Robert  H.  Scott,  67,  153,  249, 
337,  383,  509 

Accounting  for,  558,  670,  793 
Student  Extracurricular  Activities,  Florence  M. 
Wallace,  153 

Students  Can  Be  Taught  to  Like  Arithmetic, 

R.  Robert  Rosenberg,  512 
Study  of  the  High  School  Supervisor’s  Person¬ 
ality,  M.  B.  Kenwood,  667 
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